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trative Management—we understand quite a few do—and as an 

aid to librarians, we offer this detailed index to features published 
during 1970. Reprints of the listed articles maybe obtained at $1 each 
through our Reprint Department. Administrative Management is also 
available on roll microfilm through University Microfilms, 300 N. Zeeb 


Rd., Ann Arbor, Mich., and on 4” x 
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Association News 


Arranged alphabetically by 
association name 


AMS Conference, Experts to Address—5lst Ad- 
ministrative Management Society meeting set 
for Washington (AMS Report—March, p. 55). 

AMS Conference Program—Complete schedule 
for annual 7. in Washington, D.C. (AMS 
ee April, p. 74). 

MS Officers Elected—C. E. Franke named 
wm wi president (AMS _ Report—June, 
p. 51). 

Certification of Managers—New C.A.M. pro- 
gram will bring professionalization to field 
——. Report— Sept., p. 66). 

Held in June—Chicago’s 
Pie we Hotel is Pa (AMS Report—May, 
p. 51) 

Lofingwell Award Presented—Oakah L. Jones is 
the winner of AMS’ highest award (AMS Re- 
port—May, p. 51). 

Running a Better Office—AMS conference will 
discuss all aspects (AMS Report—Nov., p. 52). 

Computer Conference Set for Atlantic City— 
Sponsored by American Federation of Informa- 
tion Processing Societies (Associations—Jan., 
p. 84). 

AMA Holds Training Meeting—American Man- 
agement Association event set for Aug. 3 to 6 
(Associations—May, p. 80). 

BEMA Equipment Show—EDP and systems to 
be exhibited by over 80 firms at Business Equip- 
ment Manufacturers Association annual meet- 
ing (Oct., p. 84). 

BEMA Moves to Washington—On June Ist 
( Associations—April, p. 95). 

Forms f ers Confer—To hold 
design workshops (Associations—May, p. 80). 

DPMA Develops New EDP Examination—Data 
Processing Management Association establishes 
a age programmers’ (Associations—April, 
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DPMA Exhibits Peripherals—New data process- 
ing peripherals from manufacturers highlighted 
19th Annual DPMA show in Seattle (Aug., 
p. 13). 

DPMA Offers Book and Movie—Publishes book 
on EDP principles and procedures (Associa- 
tions—Feb., p. 91). 

Forms Manufacturers Hold First Meeting— Associ- 
ation of Business Forms Manufacturers meet 
in New Orleans (Associations—Jan., p. 84). 

COM Dominates NMA Conference—National 
Microfilm Association show features Computer 
Output Microfilm (June, p. 24). 

Four Position Papers State S.A.M. Views— 
Society for Advancement of Management re 
ag four statements (Associations—June, 
p. 80). 

Humphrey Featured Speaker at S.A.M. Confer- 
ence—Annual meeting features former Vice- 
President (Associations—Feb., p. 91). 

International Systems Meeting Held—Some 36 
technical sessions conducted in Las Vegas by 
Association of Systems Management (Associa- 
tions—April, p. 95). 

Systems M A iati Meets— 
Eleventh annual conference held in Phoenix 
( Associations—Feb., p. 91) 


Books Reviewed 


An Executive’s Guide to C ter C t 
By James E. Monsma and Kenneth F. Powell, 
~~ Publishing Corp., 176 pp., $6.95 (Sept., 
Pp. : 

Computer Revolution, The: Executives and the 
New Information Technology—By Edward A. 
Tomeski, The Macmillan Co., 253 pp., $6.95 
(June, p. 8&3). 

Evaluating and Improving Managerial Per- 
formance—By Virgil K. Rowland, McGraw-Hill, 
323 pp., $11.50 (June p. 83). 
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How to Get Results From Interviewing—By 
James M. Black, McGraw-Hill Book Co., 193 
pp., $8.95 (Sept., p. 15). 

Introduction to Business Systems Analysis—By 
R. J. DeMasi, Addison-Wesley Publishing, 206 
pp., $8.95 (April p. 92). 

Management Game, The—By Richard M. Green, 
Dow Jones-Irwin, 281 pp., $6.95 (April, p. 92). 

Managing the Marginal and Unsatisfactory 
Performer—By Lawrence L. Steinmetz, Addison- 
Wesley Publishing, 213 pp., $5.95 (Feb., p. 95). 

Selecting, Training and Supervising Office Per- 
sonnel—By . Webster Johnson, Addison- 
Wesley Publishing, 179 pp., $4.95 (Feb., p. 95). 

Technology, Management & Society—By Peter 
Drucker, Harper & Row, 200 pp., $5.95 (June, 
p. 83). 


Data Processing 


Auditing with Computer—New techniques for 
controlling EDP (Dec., p. 61). 

COM Cuts Job from 125 Hours to 40-Illinois 
Motor Vehicles Bureau uses computer-output- 
microfilm (Systems in Action—Nov., p. 56 

Computer Conference Set for Atlantic City— 
Sponsored by American Federation of Informa- 
tion Processing Societies (Associations—Jan., 
p. 84) 

Computer Personne! Shared—Systemp Inc., New 
York, offers new concept in sharing senior EDP 
personnel (AMemo—Aug., p. 80). 

Computer Sales—Surpassing $12-billion in 1970 
(AMemo—Jan., p. 94). 

Computer Simulates Company’s Operations— 
Sun Oil Co. uses computer as.a corporate ‘“‘wind 
tunnel” (Systems in Action—June, p. 76). 

Computer Software—Users have opportunity to 
drive hard bargains (AMemo—March, p. 96). 

Computer Systems Design—Four-step approach 
(EDPerspective—April, p. 14). 

Computers—A review of the market (Tools of 
the Office—Oct., p. 50). 

Computers: Danger or Opportunity?—Will jobs 
of administrative managers be endangered by 
EDP? (EDPerspective—Jan., p. 16). 

Computers in the Seventies—Dr. Thomas 
Marrill, president, Computer Corp. of America, 
gives his views (Jan., p. 34). 

Computers, 160,000 in Use By 1975—Says John 
Diebold management consultant (Feb., p. 58). 

Computers: Making the Decision to Install One— 
Pros and cons; by John L. Sullivan, chief ac- 
countant, Water District #1 of Johnson County, 
Mission, Kans. (AMS Report—Feb., p. 69) 

Computers — Management must determine 
whether EDP is an asset or liability as now 
operated (AMemo—July, p. 84). 

Computers, Booklets On—Unbundling and soft- 
ware 6 in new publications (AMemo— 
May, p. 84): 

ebubese Protection—Security, control, and 
auditing of computer operations (EDPerspec- 
tive—Nov., p. 10). 

Data Networks Spread Across U.S.—Nationwide 
on. speed transmission of information 
(Feb., 22). 

Data ceaatishinns New Techniques—Facsimile 
systems, point-to-point, and computer systems 
reviewed; by A. D. K. Carding, associate editor 
(Tools of the Office—May, p. 56). 

Data System Instolled by TWA-—Gives greater 
control of department costs (Systems in Action 
—March, p. 90). 

Development Costs—An investigation of the 
various alternatives in regard to hardware and 
software accommodations. (EDPerspective— 
Aug.. p. 12). 

DPMA Book Covers Computer Management— 
Data Processing Management Association pub- 
lishes EDP book (Associations—June, p. 80). 

DPMA Develops New EDP Examination—Data 
Processing Management Association establishes 
exam for programmers (Associations—April, 
p. 95). 

DPMA Exhibits Peripherals—New data process- 
ing terminals highlighted at 19th annual DPMA 
show in Seattle (Aug., p. 13). 


DPMA Offers Book—Data Processing Manage- 
ment Association publishes new computer book 
(Associations—Feb., p. 91). 

EDP Costs, Executives Get at Them—Roundtable 
discussion with four executives and two A/M 
editors; by Lewis E. Lachter, executive editor 
(Nov., p. 18). 

EDP Facilities Management—Under such a plan, 
the client company hires an outside organization 
to run its EDP system; by Douglass M. Parnell 
Jr., Computer Technology Inc., Dallas (Sept., 
p. 20). 

EDP Policy: Control Is Objective—Develop a 
company policy to maintain control of your 
EDP department; by D. B. Watson, Woods, 
Gordon & Co. (AMS Report—July, p. 49). 

EDP Reduces Staff by 20 Persons—According to 
survey (AMS Report—Jan., p. 47). 

EDP to be Controlled by Managers and Not Tech- 
nicians—Forecasts by a_ college’ professor 
(AMemo—Marech, p. 96). 

Forecasting Sales—Computer helps manage- 
ment know how many glassware items will sell 
and provides analytic reports (Aug., p. 28). 

Fourth Generation of EDP—It’s here (April, p 
20). 

Holding EDP Accountable—Determining the 
performance of computer operations (Editorial 
—July, p. 17). 

Job Standards—Computer expert proposes 
development of standard proficiency tests cover- 
ing computer positions (July, p. 76). 

Management and the Information Revolution— 
Past, present and future of data transmission 
and information retrieval (Jan., p. 26). 

Managing EDP Project—Methods and procedures 
outlined and practical suggestions offered to aid 
managers (EDPerspective—Sept., p. 10). 

Magnetic Core Memory in Computers— Movement 
away from them seen by Auerbach Corp. 
(AMemo—March, p. 96). 

Magnetic Tape or Disk?—Pros and cons of each 
(EDPerspective—March, p. 14). 

Market for Small Computers Will Inc to 
$2-billion by 1980—So says Predicasts Ine. 
(AMemo—July, p. 84). 

Math Models—Will figure heavily in the EDP 
process as part of the computer's language 
(AMemo—July, p. 84). 

Merger—GE, Honeywell 
(July, p. 69). 

Microfilm: EDP’s Newest Ally—How microfilm 
systems tie in with computer. Data also on 
COM; by A. D. K. Carding, associate editor 
(Tools of the Officee—April, p . 

Mini-Computers in Trouble—One-third of mini 
makers may be out of business by 1971, says 
industry spokesman (AMemo—Sept., p. 82). 

Mini-Computers, Mighty Lightweights—Market 
survey (June, p. 26). 

Mini-Computers, Will They Affect Computer Ser- 
vices Industry—Yes, is the answer (EDPerspective 

June, p. 10). 

Mini-Computer—Used for time-sharing at 
Chesapeake Life Insurance (Systems in Action— 
Sept.. p. 54). 

Modularity in Computers—Building block con- 
cept in er — works well (EDPer- 
spective—July, p. 14). 

Optical comet ally Will It Catch On—It’s making 
progress (May, p. 18). 

Personnel Data Computerized—Insurance com- 
pany uses computer to fill job openings (Sys- 
tems in Action—May, p. 40). 

Parking—Computer people can program a 
system for assigning employees to car pools to 
reduce pressure in company parking lots (Per- 
sonnel Problem Clinic—Oct., p. 16). 

Payrolls Are Computerized—Central Casting 
Corp., Hollywood, uses GE-405 to speed payrolls 
for extras (Systems in Action—Aug., p. 62). 

Teaching EDP Skills—Southwest Technical In- 
stitute, Ark., plans to graduate fully qualified 
assistant systems analysts (Sept., p. 34). 

Time Sharing: An Update Report—A look at new 
uses and new sources (March, p. 20 

Time-Sharing, Unit Pricing— Trends in time- 
sharing (EDPerspective—June, p. 14). 

Salaries, Surveys—EDP programmers and tele- 
eommunications personnel highly paid (AMemo 

-April, p. 96). 

Security Safeguarding the Computer—Steps ad- 
ministrative managers can take to secure their 
computer operations (ED Perspective—Oct., 
p. 10). 

Service Bureaus—By 1975, there will be 2,800 
computer service bureaus in the EDP field 
(AMemo—July, p. 84). 

Skills Inventory Pool Fills Job Openings—R. J. 
Reynolds has every employee fill out computer- 
ized skills questionnaire (April, p. 58). 

Software, Evaluating Pre-packaged— ee 
approach (EDPerspective— Feb., p. 14). 

Systems Objectives for EDP— Realising original 
objectives (EDPerspective—May, p. 12) 

Way You Look to ‘Them’—Closing the gap be- 
tween manager and computer technician (Edi- 
torial—Oct., p. 19). 
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Association News 


Arranged alphabetically by 
association name 


AMS Conference, Experts to Address—5lst Ad- 
ministrative Management Society meeting set 
for Washington (AMS Report—March, p. 55). 

AMS Conference Program—Complete schedule 
for annual 7. in Washington, D.C. (AMS 
ee April, p. 74). 

MS Officers Elected—C. E. Franke named 
wm wi president (AMS _ Report—June, 
p. 51). 

Certification of Managers—New C.A.M. pro- 
gram will bring professionalization to field 
——. Report— Sept., p. 66). 

Held in June—Chicago’s 
Pie we Hotel is Pa (AMS Report—May, 
p. 51) 

Lofingwell Award Presented—Oakah L. Jones is 
the winner of AMS’ highest award (AMS Re- 
port—May, p. 51). 

Running a Better Office—AMS conference will 
discuss all aspects (AMS Report—Nov., p. 52). 

Computer Conference Set for Atlantic City— 
Sponsored by American Federation of Informa- 
tion Processing Societies (Associations—Jan., 
p. 84). 

AMA Holds Training Meeting—American Man- 
agement Association event set for Aug. 3 to 6 
(Associations—May, p. 80). 

BEMA Equipment Show—EDP and systems to 
be exhibited by over 80 firms at Business Equip- 
ment Manufacturers Association annual meet- 
ing (Oct., p. 84). 

BEMA Moves to Washington—On June Ist 
( Associations—April, p. 95). 

Forms f ers Confer—To hold 
design workshops (Associations—May, p. 80). 

DPMA Develops New EDP Examination—Data 
Processing Management Association establishes 
a age programmers’ (Associations—April, 
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DPMA Exhibits Peripherals—New data process- 
ing peripherals from manufacturers highlighted 
19th Annual DPMA show in Seattle (Aug., 
p. 13). 

DPMA Offers Book and Movie—Publishes book 
on EDP principles and procedures (Associa- 
tions—Feb., p. 91). 

Forms Manufacturers Hold First Meeting— Associ- 
ation of Business Forms Manufacturers meet 
in New Orleans (Associations—Jan., p. 84). 

COM Dominates NMA Conference—National 
Microfilm Association show features Computer 
Output Microfilm (June, p. 24). 

Four Position Papers State S.A.M. Views— 
Society for Advancement of Management re 
ag four statements (Associations—June, 
p. 80). 

Humphrey Featured Speaker at S.A.M. Confer- 
ence—Annual meeting features former Vice- 
President (Associations—Feb., p. 91). 

International Systems Meeting Held—Some 36 
technical sessions conducted in Las Vegas by 
Association of Systems Management (Associa- 
tions—April, p. 95). 

Systems M A iati Meets— 
Eleventh annual conference held in Phoenix 
( Associations—Feb., p. 91) 


Books Reviewed 


An Executive’s Guide to C ter C t 
By James E. Monsma and Kenneth F. Powell, 
~~ Publishing Corp., 176 pp., $6.95 (Sept., 
Pp. : 

Computer Revolution, The: Executives and the 
New Information Technology—By Edward A. 
Tomeski, The Macmillan Co., 253 pp., $6.95 
(June, p. 8&3). 

Evaluating and Improving Managerial Per- 
formance—By Virgil K. Rowland, McGraw-Hill, 
323 pp., $11.50 (June p. 83). 
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How to Get Results From Interviewing—By 
James M. Black, McGraw-Hill Book Co., 193 
pp., $8.95 (Sept., p. 15). 

Introduction to Business Systems Analysis—By 
R. J. DeMasi, Addison-Wesley Publishing, 206 
pp., $8.95 (April p. 92). 

Management Game, The—By Richard M. Green, 
Dow Jones-Irwin, 281 pp., $6.95 (April, p. 92). 

Managing the Marginal and Unsatisfactory 
Performer—By Lawrence L. Steinmetz, Addison- 
Wesley Publishing, 213 pp., $5.95 (Feb., p. 95). 

Selecting, Training and Supervising Office Per- 
sonnel—By . Webster Johnson, Addison- 
Wesley Publishing, 179 pp., $4.95 (Feb., p. 95). 

Technology, Management & Society—By Peter 
Drucker, Harper & Row, 200 pp., $5.95 (June, 
p. 83). 


Data Processing 


Auditing with Computer—New techniques for 
controlling EDP (Dec., p. 61). 

COM Cuts Job from 125 Hours to 40-Illinois 
Motor Vehicles Bureau uses computer-output- 
microfilm (Systems in Action—Nov., p. 56 

Computer Conference Set for Atlantic City— 
Sponsored by American Federation of Informa- 
tion Processing Societies (Associations—Jan., 
p. 84) 

Computer Personne! Shared—Systemp Inc., New 
York, offers new concept in sharing senior EDP 
personnel (AMemo—Aug., p. 80). 

Computer Sales—Surpassing $12-billion in 1970 
(AMemo—Jan., p. 94). 

Computer Simulates Company’s Operations— 
Sun Oil Co. uses computer as.a corporate ‘“‘wind 
tunnel” (Systems in Action—June, p. 76). 

Computer Software—Users have opportunity to 
drive hard bargains (AMemo—March, p. 96). 

Computer Systems Design—Four-step approach 
(EDPerspective—April, p. 14). 

Computers—A review of the market (Tools of 
the Office—Oct., p. 50). 

Computers: Danger or Opportunity?—Will jobs 
of administrative managers be endangered by 
EDP? (EDPerspective—Jan., p. 16). 

Computers in the Seventies—Dr. Thomas 
Marrill, president, Computer Corp. of America, 
gives his views (Jan., p. 34). 

Computers, 160,000 in Use By 1975—Says John 
Diebold management consultant (Feb., p. 58). 

Computers: Making the Decision to Install One— 
Pros and cons; by John L. Sullivan, chief ac- 
countant, Water District #1 of Johnson County, 
Mission, Kans. (AMS Report—Feb., p. 69) 

Computers — Management must determine 
whether EDP is an asset or liability as now 
operated (AMemo—July, p. 84). 

Computers, Booklets On—Unbundling and soft- 
ware 6 in new publications (AMemo— 
May, p. 84): 

ebubese Protection—Security, control, and 
auditing of computer operations (EDPerspec- 
tive—Nov., p. 10). 

Data Networks Spread Across U.S.—Nationwide 
on. speed transmission of information 
(Feb., 22). 

Data ceaatishinns New Techniques—Facsimile 
systems, point-to-point, and computer systems 
reviewed; by A. D. K. Carding, associate editor 
(Tools of the Office—May, p. 56). 

Data System Instolled by TWA-—Gives greater 
control of department costs (Systems in Action 
—March, p. 90). 

Development Costs—An investigation of the 
various alternatives in regard to hardware and 
software accommodations. (EDPerspective— 
Aug.. p. 12). 

DPMA Book Covers Computer Management— 
Data Processing Management Association pub- 
lishes EDP book (Associations—June, p. 80). 

DPMA Develops New EDP Examination—Data 
Processing Management Association establishes 
exam for programmers (Associations—April, 
p. 95). 

DPMA Exhibits Peripherals—New data process- 
ing terminals highlighted at 19th annual DPMA 
show in Seattle (Aug., p. 13). 


DPMA Offers Book—Data Processing Manage- 
ment Association publishes new computer book 
(Associations—Feb., p. 91). 

EDP Costs, Executives Get at Them—Roundtable 
discussion with four executives and two A/M 
editors; by Lewis E. Lachter, executive editor 
(Nov., p. 18). 

EDP Facilities Management—Under such a plan, 
the client company hires an outside organization 
to run its EDP system; by Douglass M. Parnell 
Jr., Computer Technology Inc., Dallas (Sept., 
p. 20). 

EDP Policy: Control Is Objective—Develop a 
company policy to maintain control of your 
EDP department; by D. B. Watson, Woods, 
Gordon & Co. (AMS Report—July, p. 49). 

EDP Reduces Staff by 20 Persons—According to 
survey (AMS Report—Jan., p. 47). 

EDP to be Controlled by Managers and Not Tech- 
nicians—Forecasts by a_ college’ professor 
(AMemo—Marech, p. 96). 

Forecasting Sales—Computer helps manage- 
ment know how many glassware items will sell 
and provides analytic reports (Aug., p. 28). 

Fourth Generation of EDP—It’s here (April, p 
20). 

Holding EDP Accountable—Determining the 
performance of computer operations (Editorial 
—July, p. 17). 

Job Standards—Computer expert proposes 
development of standard proficiency tests cover- 
ing computer positions (July, p. 76). 

Management and the Information Revolution— 
Past, present and future of data transmission 
and information retrieval (Jan., p. 26). 

Managing EDP Project—Methods and procedures 
outlined and practical suggestions offered to aid 
managers (EDPerspective—Sept., p. 10). 

Magnetic Core Memory in Computers— Movement 
away from them seen by Auerbach Corp. 
(AMemo—March, p. 96). 

Magnetic Tape or Disk?—Pros and cons of each 
(EDPerspective—March, p. 14). 

Market for Small Computers Will Inc to 
$2-billion by 1980—So says Predicasts Ine. 
(AMemo—July, p. 84). 

Math Models—Will figure heavily in the EDP 
process as part of the computer's language 
(AMemo—July, p. 84). 

Merger—GE, Honeywell 
(July, p. 69). 

Microfilm: EDP’s Newest Ally—How microfilm 
systems tie in with computer. Data also on 
COM; by A. D. K. Carding, associate editor 
(Tools of the Officee—April, p . 

Mini-Computers in Trouble—One-third of mini 
makers may be out of business by 1971, says 
industry spokesman (AMemo—Sept., p. 82). 

Mini-Computers, Mighty Lightweights—Market 
survey (June, p. 26). 

Mini-Computers, Will They Affect Computer Ser- 
vices Industry—Yes, is the answer (EDPerspective 

June, p. 10). 

Mini-Computer—Used for time-sharing at 
Chesapeake Life Insurance (Systems in Action— 
Sept.. p. 54). 

Modularity in Computers—Building block con- 
cept in er — works well (EDPer- 
spective—July, p. 14). 

Optical comet ally Will It Catch On—It’s making 
progress (May, p. 18). 

Personnel Data Computerized—Insurance com- 
pany uses computer to fill job openings (Sys- 
tems in Action—May, p. 40). 

Parking—Computer people can program a 
system for assigning employees to car pools to 
reduce pressure in company parking lots (Per- 
sonnel Problem Clinic—Oct., p. 16). 

Payrolls Are Computerized—Central Casting 
Corp., Hollywood, uses GE-405 to speed payrolls 
for extras (Systems in Action—Aug., p. 62). 

Teaching EDP Skills—Southwest Technical In- 
stitute, Ark., plans to graduate fully qualified 
assistant systems analysts (Sept., p. 34). 

Time Sharing: An Update Report—A look at new 
uses and new sources (March, p. 20 

Time-Sharing, Unit Pricing— Trends in time- 
sharing (EDPerspective—June, p. 14). 

Salaries, Surveys—EDP programmers and tele- 
eommunications personnel highly paid (AMemo 

-April, p. 96). 

Security Safeguarding the Computer—Steps ad- 
ministrative managers can take to secure their 
computer operations (ED Perspective—Oct., 
p. 10). 

Service Bureaus—By 1975, there will be 2,800 
computer service bureaus in the EDP field 
(AMemo—July, p. 84). 

Skills Inventory Pool Fills Job Openings—R. J. 
Reynolds has every employee fill out computer- 
ized skills questionnaire (April, p. 58). 

Software, Evaluating Pre-packaged— ee 
approach (EDPerspective— Feb., p. 14). 

Systems Objectives for EDP— Realising original 
objectives (EDPerspective—May, p. 12) 

Way You Look to ‘Them’—Closing the gap be- 
tween manager and computer technician (Edi- 
torial—Oct., p. 19). 
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Editorials 


Absentees, What Ails Them?—Absenteeism, 
along with tardiness and early leaving, are 
problems of mounting seriousness which man- 
agement must overcome (Sept., p. 19). 

Communication, Four Risks In—Dr. Jack H. 
Grossman, professor of management at DePaul 
University, comments on communicating with 
people (March, p. 19). 

Consumer, Business As A—Ralph Nader com- 
ments (Editorial—April, p. 19). 

Costs, When They Go Out of Sight—Saving 
money during hard economic times (June, p. 
i + 

Duplicating—Studies show that the U.S. makes 
pongo copies and duplicates per year 
(Sept. 19). 

aialies Issue That Wasn’t, The—Quality of good 
government (Dece., p. 17). 

Forms Standards, On—Britain sets standards 
(Feb., p. 17). 

Four Day Work Week—Goal of office union 
(May, p. 17) 

Holding EDP Accountable—Determining the 
performance of computer operations (July, p. 
17). 

Inflation—Rising faster than administrative 
managers’ salaries (June, p. 17) 

Letters—Average business letter costs $3 
(April, p. 19). 

Minis, Midis, and Pants Suits—What should be 
allowed in the office? (Nov., p. 17). 

Postal Reform, Where Is It?—What has hap- 
pened is not what was expected (Nov., p. 17). 

Postal Strike, Lessons From—It must not happen 
again (May, p. 17). 

Report from Environmentland—Upgrading office 
surroungings is great idea but okay it first with 
people Who work there (Dec., p. 17). 

Seventies, The Sensitive— What to expect in the 
coming decade (Jan., p. 2 

Training: Not Why But Di tiacieaias is an 
educational effort that administrative managers 
must deal with effectively (Aug., p. 17) 

Way You Look to ‘Them’ (losing the gap be- 
tween manager and computer technician (Oct., 
p. 19 

Why So Hard to Trace a Call?—There’s no easy 
method available for tracing a threatening call 
(Aug., p. 17) 


Managerial Overview 


Agents for Change—Lee Grossman, manage- 
ment consultant, says firms need a man charged 
solely with responsibility for seeking change 
within a company (AMemo—June, p. 84). 

Auditing with Computer—New techniques for 
controlling EDP (Dec., p 

Benefits, How to Handle Them When Firm Merges 
—Getting mileage out of fringe benefits: by 
Andrew Beattie, benefit plans advisor, R. 
Reynolds Tobacco Co. (April, p. 66). 

Bombs Planted in Offices—Security measures 
against threats and explosions go hand in hand 
with these thwarting ‘‘normal’’ office crime, by 
Walter A Kleinschrod, editor (Aug., p. 18). 

Change, Preparing for It—How to incorporate 
the fast rate of technological and social change 
into your management know-how; by Wm. F. 
Holmes, executive development director, Lever 
Bros. (Personnel Training—Oct., p. 80). 

Computers, Danger or Opportunity?—Will jobs 
of administrative managers be endangered by 
EDP? (EDPerspective—Jan., p. 16). 

Computers in the Seventies—Dr. Thomas Mar- 
rill, president, Computer Corp. of America, 
gives his views (Jan., p. 34). 

Computers, Making the Decision to Install One— 
Pros and cons; by John L. Sullivan, chief ac- 
countant, Water District #1 of Johnson County, 
Mission, Kans. (AMS Report—Feb., p. 69). 

Consultant's Eye View Can Help—How to use 
management consultants; by B. N. Batie, man- 
ager. Blue Cross and Blue Shield of Florida 
(AMS Report—April, p. 71) 

Correspondence—Proper administration of 
customer correspondence helps to keep friends 
for company; by Stanley J. Fenvessy, president, 
Fenvessy Associates (July, p. 44). 

Costs, When They Go Out of Sight—Saving 
money during hard economic times (Editorial— 
June, p. 17). 

Crime and Business—Stopping the mob from 
muscling into your operations (Editorial—Feb., 
p. 17). 

Drug Abuse—The problem as it relates to the 
office and what to do about it; by Joseph G. 
Zalkind, associate editor (Oct., p. 40 

EDP Facilities Management—Under such a plan, 
the client company hires an outside organization 
to run its EDP system; by Douglass M. Parnell 
Jr., Computer Technology Inc., Dallas (Sept., 
p. 20) 

Forecast of Business Trends—Research Institute 
of America predicts events for next 30 years 
(AMemo—April, p. 96). 

Four Day Work Week Is_ Inevitable—Says 
Howard Coughlin of office employees union; 
interviewed by Walter Kleinschrod, editor (May, 
p. 22) 


DECEMBER 1970 


Fourth Generation of EDP—It’s here (April, p 
20). 


Government's Management Mess—In depth 
examination of government at all levels; by 

Walter A. Kleinschrod, editor (Dec., p. 18). 

Holding EDP Accountable—Determining the 
performance of computer operations (Editorial 

July, p. 17). 

Incompetence in the Seventies—The Peter 
Principle will hold true in the decade to come; 
by Dr. Laurence J. Peter (Jan., p. 42). 

Insurance, Corporate—Define policy and carry 
it through; by J. E. McNaul, accounts manager, 
Reed Shaw Osler Ltd. (AMS Report— Nov., p. 
51). 

Jobs and Roles—The end of ‘‘jobs,’’ the return 
to “roles; by Marshall McLuhan, author, lec- 
turer (Jan., p. 40). 

Leadership in Organizations—More emphasis 
needed on remedying the deficiences in the orga- 
nization rather than in the man; by Peter F. 
Drucker, professor of management, New York 
University (Jan., p. 39). 

Lease Vs. Buy, How to Decide— Companies turn 
to leasing as solution to tight money problems; 
by a G. Zalkind, assistant editor (June, 

2). 

akecas and the New Humanism—Changes 
in how management deals with people will be- 
come evident in the 1970s; by Walter A. Klein- 
sehrod, editor (Jan., p. 24). 

Manager as Quarterback—Comparison of the 
duties and responsibilities of the administrative 
manager and the pro quarterback; by J. Richard 
Bauman, general manager of administrative 
services, Armstrong Cork Co. (AMS Report— 
Oct., 

Day in the Life of a—J. Richard 
Bauman, general manager of administrative 
services, Armstrong Cork; by Todd Lehman, 
associate editor (Jan., p. 88). 

Manager, Day in the Life of a—John C. Gray, 
assistant controller, Morton Salt Co. (May, p. 
45). 

Motivation, ABCs of—Maslow's theory dis- 
cussed; by B. D. Jones, manager, Imperial Oil 
Ltd. (AMS Report—May, p. 49). 

Organizational Development, What's So Odd 
About It?—Concept is really about the quality of 
life; by William J. Crockett, vice-president for 
human relations, Saga Administrative Corp. 
(AMS Report—Nov., p. 49). 

Personnel Picture for Seventies—Roundtable dis- 
cussion with four personnel experts and two 
A/M editors; produced by Lewis E. Lachter, 
executive editor (Jan., p. 50). 

Postal Strike; Lessons From—It must not happen 
again (Editorial—May, p. 17) 

Recruiting Executives—Finding and attracting 
the right man; by W. F. Breitmayer, president, 
Executive Register (Feb., p. 18). 

Revolution, Managerial—About to take place, 
with emphasis on individualism (AMemo—Feb., 
p. 96). 

Salary Survey—1970 AMS survey shows clerical 
salaries up 5 percent with $105 as the average 
weekly wage (AMS Report—Sept., p. 61). 

Salaries, Surveys—EDP programmers and tele- 
communications personnel highly paid (AMemo 

April. p. 96). 

Salaries, What AMs Earn—Salary survey of 
A/M readers; by Walter A. Kleinschrod, editor 
(June, p. 18). 

Secretaries, Private Vs. Semi-private Vs. Pools— 
Which do most executives prefer and why 
(Nov., p. 60). 

Seminars: Sources of Brain-Power—The different 


types of seminars, costs, and management areas . 


covered by them explained; by Sam Bellotto Jr., 
assistant editor (Aug., p. 40). 

Seventies, The Sensitive—What to expect in the 
coming decade (Editorial—Jan., p. 22). 

Space Costs—Comparison of office rental rates 
in ten cities: by Sam Bellotto Jr., assistant edi- 
tor (Oct., 20). 

Juggernauts to Systems Synchronizers—Manage- 
ment styles change, but goals are the same; by 
Robert M. Fulmer, professor of management, 
Georgia State College (AMS Report—Jan., p. 
45). 
Telephone Costs—What you can do, working 
with the telephone company, to be sure you're 
retting what you're paying for (AMS Report— 
Sept., p. 67). 

Telephone Problems Ring a Warning Bell— 
Problems connected with Ma Bell’s telephone 
service to business; by A. D. K. Carding, as- 
sociate editor (Jan., p. 54). 

Training Future Managers— AMS poll of 141 
managers shows on-the-job supervisory training 


favored; by Harold T. Smith, Brigham Young 
Univ., Utah (AMS Report—Aug., p. 58). 

Training: Not Why But How—Training is an 
educational effort that administrative managers 
must deal with effectively (Editorial—Aug., 
p. 17). 

Training the Disadvantaged Young—Metro- 
politan Life Insurance program; by E. G. 
Burnap, assistant vice-president, Metropolitan 
Life (AMS Report—March, p. 60). 

Transmission Devices—The telephone isn’t the 
only way to communicate (Dec., p. 34). 

Turnover Survey—Large company turnover rate 
drops 25 percent for 1969 but small companies 
9 ig to 28 percent (AMS Report—Sept., 

. 68). 

4 Reci for M Robert Town- 
send, former Avis (Mow, and Don G. Mitchell, ex- 
chief of General Time, offer different philos- 
ophies of management (July p. 18). 

Urban Affairs Programs—Receiving less sup- 
port from business (AMemo—May, p. 84). 

Unions: Office Workers Want Unions Now— 
So says Howard Coughlin, president of the 
Office & Professional Employees Union in inter- 
view conducted by Walter Kleinschrod, editor 
(June, p. 78). 

Unions—Survey finds 91 percent of firms have 
no office unions (AMS Report—April, p. 78). 

Work Measurement: Supervisors Set Clerical 
Norms—Supervisors set work measurement stan- 
dards in their own departments; by Donald S. 
Andersen, chief cost reduction analyst, North- 
western National Life Insurance Co. (Oct., p. 
30). 


Miscellaneous 


sath Tevel, ‘irs Class—Faring poorly (AMemo 
—Nov., p. & 

Benefits, sa to Handle Them When Firm Merges 
—Getting mileage out of fringe benefits; by 
Andrew Beattie, benefit plans advisor, R. 
Reynolds Tobacco Co. (April, p. 66). 

Bombs Planted in Offices—Security measures 
against threats and explosions go hand in hand 
with those thwarting ‘‘normal’’ office crime: by 
Walter A. Kleinschrod, editor (Aug., p. 18). 

Conferences, How to Get Better Results— Booklet 
from University of Palm Beach professor tells 
how (AMemo—Nov., p. 84). 

Copying Machines and Diamonds—Worn by 
secretaries, diamond rings scratch glass on 
Xerox copying machines (AMemo—Feb., p. 96). 

Credit Card Insurance—Coverage against fraud- 
ulent use of credit cards (April, p. 28). 

Credit Insurance Cuts Losses—Especially with 
the increase in business failures; by Joseph G. 
Zalkind, assistant editor, (April, p. 24). 

Deductions on Paychecks—Fringe benefits used 
to keep and attract employees (March, p. 95). 

Elevators Go Up in Style—How to select ele- 
vators and escalators for offices (Aug., p. 32). 

Executive Advancement Decline—In top echelon 
of American business (AMemo—May, p. 84). 

French firm—Saint-Gobain near Paris employs 
2.000 workers in a seven-storied glass-walled 
structure (Aug., p. 34). 

Fringe Benefits, Small Firms Offer Fewer—Re- 
search Institute of America study predicts 
trends (Feb., p. 90). 

Games, Business and—Emory U. students learn 
through simulated transactions controlled by 
computer (Personnel Training—Feb., p. 74). 

Index of Articles for 1970—A guide to feature 
articles from January to December (Dec., p. 
84). 


Inflation—Hits mileage allowance rate (AMemo 
—Nov., p. 84). 

Insurance, Corporate—Define policy and carry 
it through; by J. E. MeNaul. accounts manager, 
Reed Shaw Osler Ltd. (AMS Report—Nov., p 
51). 

Lease Vs. Buy, How to Decide—Companies turn 
to leasing as solution to tight money problems; 
by a G. Zalkind, assistant editor (June, 
p. 32). 

Lectures Can Be Lethargic—Combine lectures 
with cases, role playing to avoid putting every- 
one to sleep; by R. M. Fulmer, management pro- 
fessor, Georgia State College (AMS Report— 
April, p. 76). 

Letters—Average business letter costs $3 
(Editorial—April, p Re 

Life in ‘Office City’—Companies escape from 
inner Detroit but create their own congestion; 
by Walter A. Kleinschrod, editor (July, p. 36). 


(To page 86) 
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Reprints Available at $1 Each 


Reprints of articles in the accompanying list may be obtained from 
our Reprint Department at $1 each. Most will be reproduced on 
photocopying equipment, though a number of our more frequently 
requested articles are available printed on glossy paper, while sup- 


plies last. Lower rates apply on quantity orders 
and orders to Administrative Management, Reprint Department, 51 
Madison Ave., New York, 10010. 
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ELECTRIC 
WASTEBASKET 


Executive model-Automatic 
for design and security. 


THE OFFICE PAPER SHREDDER @ g® 
Ot a cn ns ete 
ee ee wy ie Bi 


i, Shreds important papers and 
makes them unreadable. 


2. Silent. Automatic: Starts and 
Stops by itself. Beautifully 
designed in teakwood. 

Avoid losses! Make sure that what 
you throw away is really destroyed. 


Many models with more volume. For fast apeme- 
tion write, or call collect 212-582-2900 Ext. 


ELECTRIC WASTEBASKET corp. 
145 West 45th Street, New York 10036 


Selected Dealers all over U.S., Canada, Latin America 
AM-12 
(Circle No. 48 on Reader Inquiry Card) 


1970 Index... Environment, equipment continveD 


Lunch Plan Feeds 1,100—International Paper 
Co. offers employees filling, inexpensive lunches 
(Systems in Action—April, p. 52). 

Mail Strike—How managers handled the situa- 
tion (May, p. 58). 

Maintenance—Outside contractors become pop- 
ular for cleaning and other maintenance work 
(Oct., p. 104). 

Manager, Day in the Life of a—J. Richard 
Bauman, general manager of administrative 
services, Armstrong Cork; by Todd Lehman, 
associate editor (Jan., p. 88). 

Manager, Day in the Life of a—John C. Gray, 
assistant controller, Morton Salt Co. (May, p 


Metric System—U.S. Department of Commerce 
studies possibility of conversion to metric sys- 
tem (AMemo—Oct., p. 108). 

Postal Rates Going Up—Fourth class matter 
increased 15 percent this year with other rises 
slated for 1971 (AMemo—Sept., p. 82). 

Reading List—Books of significant interest to 
the administrative manager (Sept., p. 39). 

Rentals, Auto—Comparison of rates and ser- 
vices; by Joseph G. Zalkind, assistant editor 
(March, p. 26). 

Secretaries, Private Vs. Semi-private Vs. Pools— 
Which do most executives prefer and why (Nov., 
p. 60). 

Telephone Costs—What you can do, working 
with the telephone company, to be sure you’re 
getting what you're paying for (AMS Report— 
Sept., p. 67). 

Thefts—Sixty-point procedure from Manage- 
ment Safeguards Inc. lists ways to reduce office 
pilferage (AMemo, Oct., p. 108). 

Travel, Working Hours and Purchasing—Survey 
of 186 companies (AMS Report—May, p. 52). 

Washington Scene and Unseen—Tourist attrac- 
tions " Washington, D.C. (AMS Report—March, 
p. 57). 


Office Environment 


Office design, furnishings, maintenance 
Elevators Go Up in Style—How to select ele- 
vators and escalators for offices (Aug., p. 32). 
Flooring, Figuring the Factors—Carpeting fa- 
vored over resilient materials (Feb., p. 30). 
French firm—Saint-Gobain near Paris employs 
2,000 workers in a seven-storied glass-walled 
structure (Aug., p. 34). 
Hurricane Proof Design— Mississippi Power Co., 
withstands 200 mile per hour blast of hurricane 
Camille (Aug., p. 79). 


Instant I.D. photos with MAST 
Polaroid’ camera kit 


Two finished pictures of 
the same subject within 
10 seconds. 


Take color or black and white identi- 
fication photos quickly and inexpen- 
sively. Dual image device developed 
to meet exacting government require- 
ments. Use one print for card or badge; 
the other for file. Or take two different 
pictures on a single sheet of film. 
Ideal for any BUSINESS or INDUS- 
TRY — GOVERNMENT and LAW 
ENFORCEMENT offices SCHOOLS. 
Use for all sorts of passes, records, 
credit information, other identifica- 
tion. Kit without camera, about 
$45.00. Strobe lights and tripod also 
available. Write for free literature and 
name of nearest sales outlet. 


MAST DEVELOPMENT COMPANY 


2212 E. 12th St., 
SUBSIDIARY OF AV ELECTRONICS, INC 


Davenport, la., 52803 (319) 326-0141 


(Circle No. 49 on Reader Inquiry Card) 
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Indoor Scene, Outdoor Feeling—New office 
building of Glendinning Companies gives out- 
door feeling to the interior decor (Systems in 
Action— July, <P: 78). 


Held in June at Chi- 
— Ambassador Hotel (AMS Report—May, 

51). 

gf ey eee contractors become 
popular for cleaning and other maintenance 
work (Oct., p. 104). 

Office Decor Will Have New Look in Future— 
Layouts designed to speed information flow 
(Jan., p. 30). 

Office Park, Business in the—Growing trend or 
fad? by Sam Bellotto Jr., associate editor 
(Nov., p. 30). 

‘Offices of the Year’ Awards for 1969—First 
Award winner, the Ist National Bank of Chi- 
cago, is described in special section (Mar., p. 
36), followed by stories of Award of Merit win- 
ners General Development Corp., Miami (p. 
42), and Eli Lilly & Co., Indianapolis (p. 46). 
Six Honorable Mention winners are covered in 
subsequent months: Preferred Risk Insurance 
Co., Des Moines, (Apr., p. 56), Union Camp 
Corp. Wayne N.J. (May p. 36), Blue Cross of 
Northwest Ohio (June, p. 38), Citizens & 
Southern National Bank, Atlanta, (July, p. 
40), International Paper Co., Sterling Forest, 
N.Y., (Aug., p. 64), and Financial Programs 
Co., Denver (Sept., p. 50). 

Space Costs Evaluated— Comparison of office 
rental rates in ten cities; by Sam Bellotto Jr., 
assistant editor (Oct., p. 20). 

Supergraphics—Huge numerals spashed across 
walls and —o add excitement to office 
decor (July, p. 74) 

Upholstery: Re for Breathability—New mate- 
rials in furniture upholstery (Office Environ- 
ment—May, p. 54). 


Office Equipment 
Equipment—Furniture, Supplies 
See also Office Environment 


A hi 


M Market report with em- 
phasis on “electronic equipment (Tools of the 
Office—July, p. 54) 

Audio Visual Systems—Projectors, cameras, tape 
recorders and other a-v equipment used in train- 
ing detailed; by Joseph G. Zalkind, associate 
editor (Tools of the Office—Aug., p. 44). 

Automatic Typing Keys in New Advances—New 
machines and systems; by Joseph G. Zalkind, 
associate editor (Tools of the Office—Nov., p. 
ssa 


leti Machi ’ 


Fast New Powers— 
ace survey; by A. D. K. Carding, associate 
editor (Tools of the Office—Feb., p. ). 

Copiers—Comprehensive survey of all models 
and processes, annual highlight; by Sam Bellotto 
Jr., associate editor (Tools of the Office—Dec., 
p. 38). 

Copiers, IBM Introduces New Model, Xerox 
Suves—Xerox charges patent infringement (June, 
p. 63). 

Copiers—Some companies use central copy 
locations to eliminate waste (Personnel Prob- 
lem Clinic—Oct., p. 16). 

eign companies locate them (July, 
p. 24). 

Copying Costs—They can be controlled (AMemo 
—June, p. 84). 

Copying—Hotel develops’ efficient paper- 
handling system built around A. B. Dick electro- 
static copier (Systems in Action—July, p. 78). 

Copying Machines Cure Hospital Headaches— 
Fitzsimons General Hospital, Denver, turns out 
20,000 copies per month - medical records 
(Systems in Action—March, 88). 

Copying Practices—Report Reem Richard E. 
Hanson & Associates (AMemo—May, p. 84). 

Duplicating Machines, Easy for Anyone—Market 
survey (Tools of the Office—Jan., p. 60). 

Dictating Machine—Special market report; by 
Joseph G. Zalkind, associate editor (Tools of 
the Office—July, p. 28). 

Duplicating Centers— Northwestern University’s 
printing and duplicating department provides 
“instant” service (July, p. 38). 

Duplicating—Spirit duplicator solves communi- 
cations problem for Detroit Police Dept. (Sys- 
tems in Action—Oct., p. 

Duplicating— Studies show that the U.S. makes 
375-billion copies and duplicates per year 
(Editorial—Sept., p. 19). 

Facsimile Transmission—Magnafax 850 can 
speed installment loans at bank branches (Sys- 
tems in Action—Aug., p. 63). 

Furniture Construction—How to check it when 
buying (Office Environment—April, p. 62). 

Furniture for Training Rooms—The pros and cons 
of movable or fixed a to be used in train- 
ine centers (Aug., 

Furniture: Working. “With, the Source—How to 
handle desitners, dealers, and manufacturers 
(Office Environment—June, p. 42). 

Graphic Arts—Machines, copy preparation sup- 
plies, art materials and instruments for use in 
in-plant repro departments surveyed; by Joseph 


ADMINISTRATIVE MANAGEMENT 
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Zalkind, associate editor (Tools of The Office 
ag p. 44). 

Microfilm: EDP’s Newest Ally—How microfilm 
ties in with EDP systems. Also data on camera, 
readers, reader printers; by A. D. K. Carding, 
oo editor (Tools of the Office—April, p. 
38). 

Modularity in Furniture—With Erector set sim- 
plicity, file drawers, cabinets and tables can be 
added or removed (Sept., p. 40) 

Optical Scanning, Will it Sonah ‘On?—It’s mak- 
ing progress (May, p. 18). 

Refinishing Furniture—New process re-paints 
furniture overnight and saves money (Aug., 
p. 26). 

Supplies for the Office—From pencils to paper, 
how to keep track of those little items; by 
Lewis E. Lachter, executive editor (Tools of the 
Office—June, p. 54). 

Transcribing Is Centralized—New England Life 
uses Edison televoice system for dictation (Sys- 
tems in Action—Nov., p. 58). 


Personnel 


Absenteeism— Average 5. : work days per man 
last year (AMemo—Nov., 4 

Absenteeism, Chronic— What is a clear defini- 
tion? (Personnel Problem Clinic—Jan., p. 14). 

Absenteeism, Illness and Doctor's Release— 
Company requires doctor’s release for more than 
3-day absence due to illness, (Personnel Problem 
Clinic—March, p. 12). 

Absentees, What Ails Them?—Absenteeism, 
along with tardiness and early leaving, are 
problems of mounting seriousness which man- 
agement must overcome (Editorial—Sept., p. 


ys 
Alcohelism—More companies set up programs 
for employees (AMemo—April, p. 96). 

Beards—Companies may refuse to hire a man 
wearing a beard for religious reasons according 
to New York Supreme Court (Personnel Prob- 
lem Clinic—Oct., p. 16). 

Classified Ads, Getting the Most Out of Them— 
Good ads bring in the best people for job open- 
ings; by Carey Harmon, employment manager, 
Amperex Electronic Corp. (AMS Report—June, 
p. 52). 

Coffee Break—Alternatives to it 
Problem Clinic—Nov., p. 12). 

Controller Squeezes Nickels—Tight-fisted man- 
ager hurts company morale (Personnel Problem 
Clinic—April, p. 12). 

Committees, Curbing Runaway—Guidelines so 
they don’t get out of hand (Personnel Problem 
Clinie—Jan., p. 14). 

Communication, Four Risks In—Dr. Jack H. 
Grossman, professor of management at DePaul 
University, comments on communicating with 
people (Editorial—March, p. 19). 

Dedication of Employees—Companies should let 
their personnel grow and develop new ideas; by 
Ron Scott, Regional Gen’l Mgr., Office Over- 
load, Ltd., Montreal (AMS Report—Aug., p. 56). 

Deductions on Paychecks—Fringe benefits used 
to keep and attract employees (March, p. 95). 

Drug Abuse—Supervisor suspected of being ad- 
dict (Personnel Problem Clinic—April, p. 12). 

Drug Abuse—Major feature article on the prob- 
lem as it relates to the office and what to do 
about ™ 4 Joseph G. Zalkind, associate editor 
(Oct., 0). 

Saniewene, Low Income—Federal program to 
upgrade them (AMemo—April, p. 96). 

Employee Relations—“‘Right to Earn a Living,” 
which may be claimed by a justified employee, 
does not exist (Personnel Problem Clinic—July, 
p. 10). 

Employment Application—What action may be 
taken on deliberate falsification of application 
forms (Personnel Problem Clinic—Aug., p. 10). 

U t—Many executives are 
finding new careers “through ‘specialized’ com- 
panies; women’s return to industry also _ex- 
amined; by Sam Bellotto Jr., assistant editor 
(Sept., p. 28). 

Fees of Employment Agencies—Cutting down on 
them (Personnel Problem Clinic—Feb., p. 10). 

Firing Employees—National Labor Relations 
Board forces employer to rehire two employees 
who made derogatory remarks about firm (Per- 
sonnel Problem Clinic—May, p. 10). 

Firing Employees Who Leave Early—Give suffi- 
cient warning (Personnel Problem Clinic—Feb., 
p. 42). 

Feur Day Work Week—Goal of office union 
(Editorial—May, p. 17) 

Four Day Work Week Is_ Inevitable—Says 
Howard Coughlin of office employees union: 
interviewed by Walter Kleinschrod, editor (May, 
p. 22). 

Fringe Benefits, Small Firms Offer Fewer—Re- 
search Institute of America study predicts 
trends (Feb., p. 90). 

Grad Like Busi Careers—Studies show 
business careers attractive to college grads 
(AMemo—Aug., p. 80). 

Hair—Guidelines for hair length and style of 
dress in the office (Personnel Problem Clinie— 
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Chamber of Commerce predicts 
31-hour work week by year 2,000 (AMemo— 
Feb., p. 96). 

Incompetence in the Seventies—The Peter Prin- 
ciple will hold true in the decade to come; by Dr. 
Laurence J. Peter (Jan., p. 42). 
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Job Standards—Computer expert proposes de- 
velopment of standard proficiency tests covering 
computer positions (July, p. 76). 

Job Testing—Booklet from Cornell University 
provides guidelines for job testing minority em- 
ployees without Mee riggs _— rights (Person- 
nel Problem Clinic—Oct., 

Jobs and Roles—The end Of ‘jobs,” the return to 
“*roles;’’ by Marshall McLuhan, author, lecturer 
(Jan., p. 40). 

Leave of Absence—Paid leave of absence for up 
to three days to make funeral arrangements is 
sensible idea (Personnel Problem Clinic—July, 
p. 12). 

Lectures Can Be Lethargic—Combine lectures 
with cases, role playing to avoid putting every- 
one to sleep; by R. M. Fulmer, management 
professor, Georgia State College (AMS Report 
—April, p. 76). 

Loyalty—Does a company have a right to dis- 
charge an employee who is trying to convince 
another worker to sue the firm for injuries 
suffered on company premises (Personnel Prob- 
lem Clinic—June, p. 12). 

Management and the New Humanism—Changes 
in how management deals with people will be- 
come evident in the 1970; by Walter A. Klein- 
schrod, editor (Jan., p. 24). 

Minis, Midis, and Pants Suits—What should be 
allowed in the office? (Editorial—Nov., p. 17) 


VISUAL CONTROL 


* The BOARDMASTER Pictures Your Opera- 
tions at a Glance to Save You Time. 


* Type or Write on Cards — Post on Board. 
You Can Add Magnets for Greater Impact. 


* Ideal for Production, Inventory, Traffic, Main- 
tenance, Scheduling, Sales, Etc. 


* Simple & Flexible. Made for Lifetime Use. 
Over Million in Use. Price from $49.50. 
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Moonlighting—Is it permissible? 
Problem Clinic—May, p. 10). 

Moonlighting—Its prevalence is 
(AMemo—June, p. 84). 

Moonlighting Policy—80 percent of companies 
surveyed do not permit or forbid it (Personnel 
Problem Clinic—Aug., p. 10). 

Motivation, ABCs of—Maslow’s theory dis- 
cussed; by B. D. Jones, manager, Imperial Oil 
Ltd. (AMS Report—May, p. 49). 

Motivation—Zero defects plan reduces mis- 
mails by over 40 percent; by H. D. Arnold, di- 
rector special programs, Retail Credit Co. (AMS 
Report—July, p. 52). 

Negro Salesmen—Problem with hiring black 
salesmen to cover black territories (Personnel 
Problem Clinic—Aug., p. 10). 

Older Executives—Manager, 52, has not kept 
pace with change and can no longer handle his 
job ( Personnel ,Problem Clinic—July, p. 10). 

ev , What's So Odd 
About It?— “all is really about the quality of 
life; by William J. Crockett, vice-president for 
human relations, Saga Administrative Corp. 
(AMS Report—Nov., p. 49). 

Overtime—Should be authorized in writing to 
avoid confusing claims of employees demanding 
overtime pay (Personnel Problem Clinic—June 
p. 10) 

Parking—Computer people can program a sys- 
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discussed 


You Get Things Done 
With These New ideas 


FILING « STORAGE 


* The GRAPHIC SPEED FILE Introduces a Bet- 


ter Way to Store & Find Things Faster. 


* New Type Disposable Drawers Save You 


Transfer Time. Permanent Drawers in Steel. 


* 8 Sizes Used in Any Sequence. Hinge Lids Pro- 


tect Contents. You Get Flat Storage. 


* Drawers Give You Extra Service Outside of 


Cabinet. Price from $39.90 Complete. 


24 Page BOOKLET No. FC-4 
Mailed Without Obligation 


(Circle No. 5 on Reader Inquiry Card) 


| * The GRAPHIC LAYOUT BOARD Cuts Your 
| * Ideal for Office Forms, Charts, Drawings, Ads, 
| * Follow Printed Calibrations on Edges of Your 


| * Economical to Use. Price from 5¢ Each. Come 


Illustrated BROCHURE LC-4 
| Mailed Without Obligation 


LAYOUT BOARD 
Work in Half by Reducing Measuring Time. 
Catalogues, Brochures, Etc. 

Form for Faster & Better Work. 


in Standard Sizes & Weights. 


(Circle No. 15 on Reader Inquiry Card) 


WORK CENTER 


* The GRAPHIC WORK CENTER is New Way 


to Organize Things at Your Finger Tips. 


* Up to 200 Adjustable Areas for Your Records 


& Materials, All Within Arms’ Reach. 


* You Work in One Position. No Bending or 


Stretching. Eliminates Unnecessary Steps. 


* New Desk Top Design Gives 50% More Work- 


ing Area. Compact, Attractive. Made of Steel. 


24 Page BOOKLET No. WC-4 
Mailed Without Obligation 


(Circle No. 20 on Reader Inquiry Card) 


Write or Use Reader Service Card for Free Literature. No Salesman Will Call. 


GRAPHIC SYSTEMS, Box 398, Yanceyville, 


N.C. 27379 
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1970 Index... Personnel, parking lot, pay checks continven 


tem for assigning employees to car pools to re- 
duce pressure in company parking lots (Per- 
sonnel Probiem Clinic—Oct., p. 16). 

Parking Lot—How to stop fast oe ( Per- 
sonnel Problem Clinic—Aug., p. ; 

Pay Checks—Why some rosy prefer mail- 
ing them to distributing them at the office ( Per- 
sonnel Problem Clinic—June, p. 10). 

Payrolls Are Computerized— Central Casting 
Corp., Hollywood, uses GE-405 to speed payrolls 
for extras (Systems in Action—Aug., p. 62). 

Pension Plans—Outside income can hinder pen- 
sion privileges (Personnel Problem Clinic— 
Aug., p. 11). 

Personnel Data Computerized—Insurance com- 
pany uses computer to fill job openings (Sys- 
tems in Action—May, p. 40). 

Personnel Department's Importance—Employees 
should xo to personnel department if problem 
isn’t solved by immediate supervisor (Personnel 
Problem Clinic—Jan., p. 14). 

Personnel Managers, Where Are They Going— 
New developments in handling employees; by 
John M. Sanning, vice-president, Ohio National 
Life Insurance (AMS Report—June, p. 49). 

Personnel Picture for Seventies—Roundtable dis- 
cussion with four personnel experts and two 
A/M editors; produced by Lewis E. Lachter, 
executive editor (Jan., p. 50). 

Promotions From Within— Royal-Globe, an insur- 
ance firm, has put the special skills of all its 
employees on computer to facilitate from-within 
promotions (Personnel Problem Clinic—July, 
p. 12). 

Promotions From Within—Some 99 percent of 
this company’s managers were promoted from 
within; by M. L. Howell, vice-president, Retail 
Credit Co. (AMS Report—Feb., p. 72) 

Public Relations—Firm hires retired engineers 
to take the public on tours through its plant 
(Personnel Problem Clinic—June, p. 10). 

Recruiting Executives—Finding and attracting 
the right man; by W. F. —- president, 
Executive Register (Feb., 8). 

Recruitment of or Youth. Tell it like it is 
( AMemo—March, 

Rehiring Former thd Secretary wants to 
return at higher salary after leaving job for 
several weeks (Personnel Problem Clinic—Feb., 
p. 10). 

Resume Writing—A good resume is a must to 
market yourself intelligently; by Harold W. 
Dickhut, Management Counselors, Chicago 
(Sept., p. 31). 

Retirement and Pension Plans—Employees may 
retire earlier with company’s consent (Person- 
nel Problem Clinic—March, p. 12) 


Retirement Earnings—Social security benefici- 
aries can earn up to $1,680 yearly without los- 
ing benefits (Personnel Problem Clinic—Sept., 
p. 16). 

Sabbath Observance—Equal Employment Op- 
portunity Commission has policy for Orthodox 
Jews (Personnel Problem Clinic—Sept., p. 16). 

Salary Increases—Most companies give them 
immediately upon promotion (Personnel Prob- 
lem Clinic—April, p. 12). 

Salary Program Answers Money Questions— 
Three-step plan solves specific problems; by 
E. R. Konstant, executive secretary, North 
Woodward Board of Realtors (Feb., p. 63). 

Salary Survey—1970 AMS survey shows clerical 
salaries up 5 percent with S105 as the average 
weekly wage (AMS Report—Sept., p. 61). 

Savings Bonds—How to find out which pay- 
check paid for which bond (Personnel Problem 
Clinice—Aug., p. 10). 

Secretaries, Communication With—Let secre- 
taries speak their minds (Personnel Problem 
Clinie—April, p. 12). 

Secretaries, Private Vs. Semiprivate Vs. Pools— 
Which do most executives prefer and why? 
(Nov., p. 60). 

Secretaries—Write a booklet or guide for new 
ones (Personnel Problem Clinic—Nov., p. 12). 

Seminars: Source of Brain-Power—The different 
types of seminars, their costs, and management 
areas covered are explained; by Sam Bellotto 
Jr., assistant editor (Aug., p. 40). 

Skills Inventory Pool! Fills Job Openings—R. J. 
Reynolds has every employee fill out computer- 
ized skills questionnaire (April, p. 58). 

Suggestions by Employees—Making the most of 
them; by Roland M. Sandell, training manager, 
Victor Comptometer Corp. (Oct., p. 36). 

Summer Hours—Firms interviewed in survey 
offer varying summer hours for employees (AMS 
Report—Aug., p. 55) 

Teaching EDP Skills—Southwest Technical In- 
stitute, Ark., plans to graduate fully qualified 
assistant systems analysts (Sept., p. 34). 

Terminations—Cal! a spade a spade when dis- 
charging employees (Personnel Problem Clinic 
Dec., p. 10). 

Temporaries: Program Optimum Staff Needs— 
Temporaries provide flexible work force, cut 
down fringe benefit costs to company; by E. 
Winter, president, Manpower Inc. (Nov., p. 24). 

Training at General Motors—GM operates its 
own school; by C. L. Tott, dean, GM Institute 
(Personnel Training—April, p 

Training Course for Supervisors—Offered by 
Supervisory Manz agement Association of A 
( Associations—Jan., p. 84). 


COPY KLATSCH? 


Training Courses and Seminars—Guide to col- 
lege programs offered by company (AMemo— 
Jan., p. 94). 

Training, Examine What You Need—A guide for 
managers unfamiliar with employee training 
programs (Personnel Training—March, p. 86). 

Training Future Managers—AMS poll of 141 
managers shows on-the-job supervisory train- 
ing favored; by Harold T. Smith, Brigham 
Young Univ., Utah (AMS Report—Aug., p. 53). 

Training the Disadvantaged Young—Metro- 
politan Life Insurance program; by E. G. 
Burnap, assistant vice-president, Metropolitan 
Life (AMS Report—March, p. 60). 

a With Dictionary Games Makes Learning 
Fun—For girls at Travelers Insurance Co., using 
the dictionary is recreation, not work (Per- 
sonnel Training—Jan., p. 86). 

Training With Videotape—Bank develops own 
videotape training scripts for tellers (Personnel 
Training—June, p. 40). 

Turnover—Special programs for female em- 
ployees cut secretarial and clerical turnover by 
40 percent at American Standard Co. (July, 
p. 83) 

Turnover Survey—Large company turnover rate 
drops 25 percent for 1969 but small companies 
increase to 28 percent (AMS Report—Sept., 
p. 63). 

Unemployment Aid—Special federal funds to 
help personnel called for by David North & 
Assoc., New York (AMemo—Sept., p. 82). 

Unions; Office Workers Want Unions Now—So 
says Howard Coughlin, president of the Office & 
Professional Employees Union in interview con- 
ducted by Walter Kleinschrod, editor (June, 
p. 78). 

Unions, White-collar—Labor unions goal over 
the next decade will be unionizing white-collar 
workers (AMemo—Sept., p. 82). 

Urban Affairs Programs— Receiving less support 
from business (AMemo—May, p. 84) 

Way You Look to ‘Them’—Closing the gap be- 
tween manager and computer technician (Edi- 
torial—Oct., p. 19). 

Women, Discrimination Against in Business— 
Survey by American Society for Personnel 
Administration (AMemo—May, p. 84). 

Women in Business—Number of working 
women to increase considerably (AMemo—Jan., 
p. 94). 

Women’s __ Liberation—Roundtable discussion 
with representatives of management and 
women’s liberation groups (AMS Report—Dec., 
p. 65). 


Codo No. 1200 
Carbon Paper 
could have 


made up to twelve instant copies of the letters, reports, memos and 
bulletins that brought this crowd together. 
No. 1200 is a lightweight, solvent-coated carbon paper that gives clean, 


sharp copies, and is long-wearing and clean to use! We don’t guarantee 
the twelfth to be as good as the first; you wouldn’t expect us to. But, all 
the copies will be clear and readable. Get the gang together once more 
and give them Codo No. 1200 Carbon Paper; it won't eliminate all the 


traffic at the copier, but it'll help. 


CODO MANUFACTURING CORPORATION, LEETSDALE, PA. 15056 


(Circle No. 50 on Reader Inquiry Card) 
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NO.1200 


CARBON PAPER 
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Working Hours—Personal options in working 
schedules reviewed (AMemo—June, p. 83 


Work Measurement: 


Supervisors Set Clerical 
Norms—Supervisors 


set work measurement 


standards in their own departments; by Donald 
S. Andersen, chief cost reduction analyst, 
Northwestern National Life Insurance Co. 


(Oct., p. 30). 


Self-Management 


Certification of Managers—New Certified Ad- 
ministrative Manager (C.A.M.) program will 
bring professionalization to field (AMS Report 
-Sept., p. 66). 

Change, Preparing for It—How to incorporate 
the fast rate of technological and social change 
into your management knowhow; by Wm. F. 
Holmes, executive development director, Lever 
Bros. (Personnel Training—Oct., p. 80) 

Conference Centers—Centers are stimulating 
executives by getting them together in an en- 


vironment outside of regular offices (Aug., p. 
60). 

Costs, When They Go Out of Sight—Saving 
money during hard economic times (Editorial 
-June, p. 17). 

Delegation Checklist——Four points to deter- 
mine whether or not you are a good delegator 
(AMemo—Aug., p. 80). 

Education—Ohio State U. offers four-week 


program for businessmen 
—July, p. 42). 

Executive Unemployment—Many executives are 
finding new careers through ‘specialized’ com- 


(Personnel Training 


panies; women's return to industry also ex- 
amined; by Sam Bellotto Jr., Assistant Editor 
(Sept., p. 28). 


Manager as Quarterback—Comparison of the 
duties and responsibilities of the administrative 
manager and the pro football quarterback; by 
J. Richard Bauman, general manager of admin- 
istrative services, Armstrong Cork Co. (AMS 
Report—Oct., p. 73). 

Filing Records—A plan for keeping personal 
records at home as orderly as business records 
at work; by Alice O. Riley, records coordinator, 
International Nickel Co. (July, p. 76). 

Resume Writing—A good resume is a must to 
market yourself intelligently; by Harold W. 
Dickhut, Management Counselors, Chicago 
(Sept., p. 31). 

Running a Better Office—Administrative Man- 
agement Society Conference will discuss all as- 
pects (AMS Report—Nov., p. 52). 

Seminars: Source of at tl The different 
types of seminars, their costs, and manage- 
ment areas covered are explained; by Sam Bel- 
lotto Jr., assistant editor (Aug., p. 40). 

Training Course for Supervisors—Offered by Su- 
pervisory Management Association of AMA 
(Associations—Jan., p. 84). 

Training—More businessmen 
room (AMemo—Feb., p. 96) 


return to class- 


Systems Improvement 


General 


Copying Machines Cure Hospital Headaches— 
Fitzsimons General Hospital, Denver, turns out 
20,000 copies per month of medical records 
(Systems in Action—March, p. 88). 

Hard Copies Made in 15 Seconds—First National 
Bank of Chicago uses Polaroid system (Systems 
in Action—April, p. 50). 

Mini-Computer—Used for time-sharing at 
a! Life Insurance (Systems in Action 
—Se 4). 

Labels, Self- Adhesive, Cut Printing Time—Life 
Insurance Co. of Georgia uses Avery labels 
(Systems in Action—June, p. 74). 

Time Clocks—Cincinnati Time Recorder system 
used at Prestolite Co. (Systems in Action— 
May, p. 42). 


Systems—Clerical 
See also Systems—Correspondence, and 
Systems—Record-keeping 


Form yon gg 3 Centralized—According to 
survey (April, 0). 

Forms, ne alt od With 8-Point Plan—Getting 
answers to specific questions; by illiam Lef- 
sky, metheds analyst, Federated Department 
Stores (March, p. 32). 

Form Withstands Heat and Chemicals—Intro- 
duced by E & B Carpet Mills (Systems in Ac- 
tion—March, p. 89). 

Labels for Gift Lists—Pioneer Salt & Chemical 
Co. uses Avery Label system for preparing cus- 
tomer gifts (Systems in Action—Feb., p. 58). 

Labels Solve Forms Problem—Beverly Enter- 
prises uses labels on medical forms (Systems in 
Action—Nov., p. 57) 


Systems—Communications 


Copying—Hotel develops efficient paper-han- 
dling system built around A. B. Dick electro- 
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static copier (Systems in Action—July, p. 78). 


Data Networks Spread Across U. §.—Nationwide 
systems speed transmission of information 
(Feb., p. 22). 


Data Transmission: New Techniques—Facsimile 
systems, point-to-point, and computer systems 
reviewed; by A. D. K. Carding, associate editor 
(Tools of the Office—May, p. 56). 

Data Transmission Speeds Delivery—Wells Fargo 
uses modern facsimile communications unit 
(Systems in Action—Jan., p. 70). 

Duplicating Aids Communication—Spirit dupli- 
ecator solves problem for Detroit Police Dept. 
(Systems in Action—Oct., p. 68). 

Facsimile Transmission Beats Deadlines—Copy is 
transmitted via telephone with Xerox telecopier 
(Systems in Action—Feb., p. 54). 

Facsimile Transmission—Magnafax 850 speeds 
installment loans at bank branches (Systems in 
Action—Aug., p. 63). 

Management and the Information Revolution— 
Past, present and future of data transmission 
and information retrieval (Jan., p. 26). 

Telephone Problems Ring a Warning Bell—Prob- 
lems connected with Ma Bell’s telephone service 
to business; by <. Carding, associate 
editor (Jan., p. 54). 

Recorders Take Messages—Liquor distributor 
guarantees fast delivery with Edison message 
unit (Systems in Action—April, p. 51). 

Transmission Devices The telephone isn’t the 
only way to communicate (Dec., p. 34). 


Systems—Correspondence 
Dictation typing and mailing 


Automatic Typing Keys in New Advances—New 
machines and systems; by Joseph G. Zalkind, 
associate editor (Tools of the Office—Nov., p. 
36). 

Correspondence— Proper administration of cus- 
tomer correspondence helps to keep friends; by 
Stanley J. Fenvessy, president, Fenvessy As 
ciates (July, p. 44). 

Dictating Systems—IBM message recorder cuts 
down dictation time at Chicago Title and Trust 
Co. (Systems in Action—Feb., p. 56). 

Dictation—Remote dictation unit at Metal 
Specialties Inc. in Kansas City, Mo., allows dic- 
tation to central unit from any telephone at 
any location (Systems in Action—Oct., p. 102). 

Transcribing Is Centralized—New England Life 
uses Edison televoice system for dictation (Sys- 
tems in Action—Nov., p. 58). 

Word Processing—Auburn U. 
(June, p. 81). 

Word Tenseniion User Group Exchanges Ideas— 
System that combines dictation and typing is 
discussed (Nov., p. 40) 


learns about it 


Systems—Record-Keeping 


COM Cuts Job from 125 Hours to 40—Illinois 
Motor Vehicles Bureau uses computer-output- 
microfilm (Systems in Action—Nov., p. 56). 

Electronic File Saves Space—Standard Oil Co. 
uses Conserv-a-trieve filing system (Systems in 
Action—June, p. 74). 

Filing, Desk—High Files Solve Problem—Robert 

Goodman Co., an insurer, solved problem of 
limited space (Systems in Action—Jan., p. 70). 

Filing, Finding the Right File Drawer—Basic 
guide to company’s files helps clerks find data 
and update system; by William Lefsky, methods 
analyst, Federated Department Stores (Feb., p. 
26). 

Filing Is Faster and Easier—Avis uses system 
developed he Bg Products Co. (Systems in Ac- 
tion—April, 51). 

Filing ect Conserv-a-files cut down storage 
space for U. S. Brewers Assn. (Systems in Ac- 
tion—Oct., p. 103). 

Filing Floor Space Needs Cut—Conserve-a-file 
filing system at RCA (Systems in Action—Jan., 
wp. TE}. 

Labels for Gift Lists—Pioneer Salt & Chemical 
Co. uses Avery Label system for preparing cus- 
tomer gifts (Systems in Action—Feb., p. 58). 

Filing, Manual—Oxford Pendaflex system saves 
$4,480 a year for Ralston Purina (Systems in 
Action—Sept. p. 54). 

Microfilm Cuts Access Time—Merrill Lynch, 
Pierce, Fenner and Smith uses NCR microfiche 
(Systems in Action—May, p. 40). 

Microfilm Data Transmitted Via TV—Wells Fargo 
Bank links mechanized retrieval with video to 
transmit account records from central file (Oct., 
p. 26). 

Microfilm: EDP’s Newest Ally—How microfilm 
ties in with EDP systems; by A. D. K. Carding, 
—- editor (Tools of the Office—April, p 
38). 


Microfilm Helps Answer Inquiries—Korvette de- 
partment store takes 10 seconds to answer 
vendor inquiries; by E. N. Markowitz, vice- 
president, Korvette’s (March, p. 50). 

Record Keeping Can be ‘Goof-Proof’—Survey 
of manual systems; by A. D. K. Carding, asso- 
ciate editor (Tools of the Office—March, p. 64). 

Records Filing—A plan for keeping personal 
records at home as orderly as business records 
at work; by Alice O. Riley, records coordinator, 
International Nickel Co. (July, p. 76). 

Record Retention Requirements—Guide published 
by government printing office (AMemo—April, 
p. 96). 


magnetic 


VISUAL de Slat Sei 


The finest “efficiency: expert’ you can 
put to work for you. Shows instantly the 
progress of every operation . . . alerts 
you to trouble spots . . . avoids costly 
errors. Colorful, magnetic indicators 
move with finger-tip ease to schedule 
sales, production, personnel, traffic or 
any operation that requires paper work. 
Used by successful decision makers 
everywhere to cut costs and save time. 


magnetic 
OFFICE AIDS & SPECIALTIES 


Make your work lighter and your day 
brighter with these magnetic office aids. 
For steel walls and surfaces — picture 
hangers, coat and hat hooks, mounts 
for pencil sharpeners, cable clamps, 
towel racks, magnetic assemblies, etc. 
All can be ‘attached and removed in a 
jiffy without marring or defacing surfaces. 


Write for catalog on the most versatile control 
boards and magnetic office aids and specialties 


fA MAGNETIC AIDS, INC. 
3 ae WEST 42nd STREET. NEW YORK 36 N 


< 


(Circle No. 51 on Reader Inquiry Card) 


REPRINTS 


Reprints of articles in A/M 
may be obtained at $1 each. 
Most will be reproduced on 
photocopying equipment. Low- 
er rates apply on quantity or- 
ders. Address all inquiries and 
orders to Administrative Man- 
agement, Reprint Department. 


How long must you keep 


important papers? 


Write for free booklet, AM- 12 
RECORD RETENTION 
TIMETABLE, describing 
Retention Periods as allowed 
by government authorities, 
and how to dispose of them 
safely without loss or worry! 


Electric Wastebasket Coro.. 145W. 45th St..N.Y. 10036 
(Circle No. 52 on Reader Inquiry Card) 
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